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MEMORANDUM FOR: Assistant Director for Personnel

SUBJECTs Staffing Requirements for Administering
the Career Development Programs

1. In accordance with your verbal instructions, I have considered
the increased workload which is being placed upon this Division through
the transfer of the 4O Career Development positions from the Qffice of
Training and the eventual allocation of a total of 30 Junior Career De-
velopment positions during calendar year 1955,

Program" prior to its transfer to the Office of Personnel. We have

also, of course, taken into account our own experience géined to date

through the actusl Processing of the initisl group of applicents for

the first quarter of the Junior Program. Discussions with the OTR

Persormel Officer revesl that three professionsl (a (5-12, a Major and ;

S-5) have worked on the Senior

Program on a part-time basis. In addition, of the Career 25X1A
Service Staff estimates that a minimum of 32 hours per month were spent

25X1A  on the Senior Program while F acted as Executive Secretary to
the CIA CSB. The attached table (Tab A) shows the muber of hours which

have been estimated as spent on the various elements involved in administer~

ing the Senior Program as well 8s our estimate of the man-hours which will

be required for the Junior Program.

3« It should be noted that administration of these programs involves
responsibility for considerable administrative detsil. In addition to the

such matters involving program perticipants as the handling of their T&A's ’
Career Staff applications » Fitness Reports » arranging for establishment of
bank accounts, insurance, travel » and frequent correspondence to provide
students taking external training throughout the U.S. or overseas with
information on numerous administrative matters and Personsal problems.

Cover and security questions will be handled by OTR, but will require
constant coordination between OTR and PUD. Questions relating to advances
for tuition, books s ete. and accountings therefor require further coordination.
Case folders and other personnel records must be maintained and personnel
actions must be cut and processed. In effect, the individual assigned
responsibility for these programs performs as an administrative cage officer,
and also as Executive Secretary for the Career Development Committee.

be It is believed that the responsibilities involved, the importance of
the programs, and the levels at which coordination must be effected warrant
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2.

the allocation of one full-time professional position, to be supported
by one full-time clerical position. It is recommended that, if possible,
these be regular Office of Personnel T/0 slots in view of the continuing
and permsnent support responsibility for these programs. However, in the
event this is not feasible, consideration is requested for the use of two
JCD slots against which these new positions could be allocated.

5. Attached herewith for your signature and transmittal to DD/A is
a memorandum reguesting an increase in the Office of Personnel T/O in order
to assume the responsibllitles set forth above.

Chief; Placement and
Utilizatien Division 25X1A

Approved For Rele{36) b PIE/ET:|@p-RDP78-03578A000200030005-3
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TAB A

TOTIHATED MAN-HOURS RESULUED WOR AIMINISTRATION OF THE JUNIOR CAREER DEVELOPMENT
AND CARESR DEVELOPMENT PROGRAMS

Adwinlstrative ' ’ )
Klement | ____HOURS SPENT PER MO
, S AV
) &R @
1. Sereeming Applications h 2 8 L
2. Provessing Applications b 4 8 b
3. Interviewing Applicants i - - -
. Ooordination and Administration
of Individuel Programg
a) Betyesn PUD and OIR 8 2h b 16
bh) Between P & other offices 18 2k g 16
5, Ssheduling (Interviews, Testing, Assess-
ments, Physicals, Committee Heeblngs, sto) 2 - L -
&, EByaluating Applicants g - - -
7. Conferences snd HMestings 12 I - -
8. Corresponding:
‘&) wWith spplicante 1 2 k 2
b} With individusls in the Progres 1 10 b 16
9. Preparingt
a) Aprileant Tolders - - i8 ¢
h) Pacommendatione ik 2 16 L
@} Other Memorands, Heports, eiG. 16 [ 15 16
10. BSapervision ic 10 - -
Suptotals 102 88 g0 8o
Jdrand Total: 190 hours 170 hours
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HEMORANDUM ¥ORs Aspletant Director for Personnel

SUBJEOT - Staffing Requirements for Administering
the Career Development Programs

1. In eccordance with your verbal instructions, I have considered
the inoreased workloed whioh is being placed upon this Division through

€« %o help us in Arriving at an sstimate of the additional staff

. that would be Tequired, ws have had dlscussions with individuala in the

Office of Training who were responsible for administering the "Sentor
Frograw® prior to its transfer to the Office of Fersonnel. we have
also, of sourse, taken inte sceount our ount experience gained to date
through the actusl Processing of the initial group of applicents for
the first quarter of the Junior Program, Decussions with the OTR
Personnel Officer reveal that three professionsl (a 0S~12, a #ajor and

i5«9) and two ; S=5} ha on the Senior A
Program on & part-time basis, In .mmnﬂﬁr the Career 25X1
Service Stafs estimates that & mnimum of 32 hours par month were spent

on the Senlor Program while acted as Executive Secretuary to
the CIA C53. ‘The attached table (Zab 4) shows the number of hours which
bave been sstimated ag spent on the various elementa involved in aduinister-
ing the Sentor Program ae well as our estimate of the man-hours which will

3+ It should be noted that adwintstretion of these programs involves
responsibility for vonsiderable adninistrative deteil, In saddition to the
development snd implementation of Career plans, we are naw respongible for
such matters involving program partieipants as the handling of their Thti'e,
Career Staff appliocations, Fitness Reports, arranging for establishment of
bank acosunts, insuranea, travel, and frequent correspondence to provide
students taking external training throughout the U.S. or overseas with
informstion on humsrous administrative matters and personsl probleas.
Cover and sseurity Questions will be handled by OIR, but will require
constant oocordination between OTR and PUD, Waestions relating to advances
for twition, books s eto. and accountings therefor require further coordination.
Case folders and otrer persoonel resords must be maintained and personnc)
actions must be ecut wnd processed. In effect, the individus) aasigned
responsibility for fhess progremy performs as an administrative cage officer,
and &lso as Exscutive Secretary for the Caresr Development Committes.

4 It 1s believed that the reaponsibilities involved, the importance of
the programe, snd the levels at which coordination must he effected warrant
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the allocation of one full-time professional position, to be supported
by one Iull-time clerical pesition. It is recommended that, if possible,
these be regulsr Office of Personmel T/0 slots in view of the continuing
and permenent support responsibility for these programs. Howevsr, in the
event thie 1s not feasibdle, consideration ia requested for the use of two
JCD slote ageinst which these now positions could be allocated.

S+ attached herswith for your signature and transmittal te DD/A is
a memorandun requesting an incresse in the Office of Personnel 7/0 in order
t¢ asgsume the responsibilities set forth above.

- I
Chief, Placement and 25X1A
Utiligetion Division

PUD:FEB:ERW/ros (2L January 1955)
Distributions: i
O & 1 - Addressee ™
2 - Chief’ PUD
1 - Chief, C&WD
1 - FEB Chrono

i
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TAD A

o6 TME JUNLOR CAREER DEVELOPHERT
- oo e uTeEn FOR ADKIBISTRATION OF THE JUKD
FOTTHATED MAN-HOURS agﬂaim Ao ATLO _

Wﬁﬁ HOURS BPENT FER MU
Hement PEOF EODLONAL '““js%r:
1. sevesning Anplications L 2 é !;
2., Prosessing Arplications 4 2 ¢ -
3., Interviewing koplieants i -
L. Ooerdinstion and hdministration
of Tndividval Progvans | g 3
&) Butween PYD and GTR £ 2h : ‘
u) Between JU 0 nther effines 18 2k & 18
5. sehwmitng (otertoy TN oo, o) 2 - . -
6. Eyoluating hoplicents g - - -
7, Conferences and Heetings 1z | -
§. Corresponding: ) 2
2) «ith spplicants 1 2 :
b) With individusls in the Srogram 1 10 L
P ?m;mﬁagt ” y 2
a) Applicant foldery y a
t) Resommzndntlons ik 2 5 6
¢} Other HemoranCs, Reporiky oLts 1é & 16 1
10, Supeyvision 10 10.
spbhtotals 102 88 30 80
grend Totals A0 hourp 170 heours
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BOUTING AND RECORD SHEET

INSTRUCTIONS: Officer designations should be used in the “TO' column. Under each comment a line should be drawn across sheet
and each comment numbered to correspond with the number inthe “TO" column. Each officer should initial (check mark insufficient)
before further routing. This Routing and Record Sheet should be returned to Registry.

FROM: . TELEPHONE | NO.
Chief, PUD 2715 [orE
DATE | ' )
To ROOM OFFICER’S |11 EPHONE COMMENTS
NO. REC'D N INITIALS

N

L AD/P \ 25 JAN 1955 @) |--§\.%€«m e

10.

11.

i2.

13.

14.

15.
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INSTRUCTIONS: Officer designations should be used in the “TO™ column. Under sach comment a line should be drawn across sheet
and each comment numbered to correspond with the number inthe “TO' column, Each officer should initial (check mark insufficient)
before further routing.  This Routing and Record Sheet should be returned to Registry.
FROM: TELEPHONE| NO.
25X1A
I PATE
2-15-55
TO \ ROM DATE TELEPHONE COMMENTS
. REC'D
1.
Chief, PUD Revised per your request. Following
. < changes:
a, Re-addressed to DDS through
3 ] Chief, Management Staff.
\ b. First paragraph re-phrased;
last paragraph modified to show
4.
\ specific grades requestede.
- 7=
6.
7.
8.
9.
10. ]
11. |
12,
13.
14.
15.
Approvec}i For Release Bf
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ROUTIN ND CORD SHEE

SECRET

INSTRUCTIONS: Officer designations should be used in the “TO’" column, Under each comment a line should be drawn across sheet
and each comment numbered to correspond with the number in the “TO"' column, Each officer should initial (check mark insufficient)
before further routing. This Routing and Record Sheet should be returned to Registry.

TELEPHONE| NO.

IS4 528 Fo3

Jeputy Unier,

Classification & Wage Diy

FROM:
DATE 25X1A
Deputy Chief, CWD 1 February 1955
TO ROQM — M —— QFFIGERS | TELEPHONE COMMENTS
1.
Exec. Of/OP @ a. Concur in establishment of
- 7 ¥ER 1955 positions as Placement Officer,
2. ‘ N GS-12 and Personnel Clerk, GS-5.
LN < Chief, PUD agrees.,
PAD >
SN N/ 1. be Suggest memo to DD/A be
ﬂ D /P gQ/ revised by PUD to include grades
/ y / proposed. 25X1A
FEB 1955 % ﬂ ce M states that T/0
14 A , proposals such as this should be 25X1A
" routed to DD/A through MS.
25X1A

<

»

~2 Y [T
: | a'mfl Nim PUD
L35 SN

<

11,

12,

13.

14,

15.
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